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MEMORARDUM FOR; Chier, Bwt Services starr
THERU ! Chief, Records Admingstration Stary
8 the
UBJECT ? Minimum T/0 for the CIA Archives & Records Center
1. : '
Inmwtommmimtruo/f’m- “Why doesn't

the CIA ASMRC furnish the
: ” three suployses needed tland from
urrent 7/0, siuce the velume (33000 on. s} of recarid from 1ts- 25

lmmb«a:-mammugzsmmmz

(a) Operating the Archives ror CIA & Predecessors,
(bz Operwting the CIA Records Comter for inactive

(e) Operating the CIA Vital Recards Repoé:ltory.

(a) Providing storage supplemen
. and tal
or all Finighed Intelligence Mltutlans, ﬁizg;t::;a.

L
(4) mmwofmmxmwinmmnm,oucu.ft.

and gin? aver:g Production standard for Federal, State
e aa¥ indua. it cx:pemted Records Centers is 5,335 acu;us
year AWRC productien is 10,507 acticns per
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.B. Discussion -

(1) ALl four major functions of the CIA AMRC will
remain after the move of approximately 25,000 ou. £t. of
Finished Intelligmce Publications, maps, and insctive records
to the Suitland Records Center. Also, with the exception of
the Vital Records program, the number ¢f man-hours required to
carry out each fuimction is constantly grewing.

(a) The incremsing smphasis being shown by all
directorates in the Ageney to history writing is require
ing more man~hours ¢ work in the Archives. Also, in
ordar 1o prevent duplisation and sometimes triplicstion
of recards, it has been nesessary to pull to-gether in
Archival arrangement the program preducts of the varicus
areas. It ic antisipated that as the Ageacy grovs older,
the interest in ite history and Arehiwal records will be-
come greater rather than smmller. There is an inmediates
nged for three additicnal persons in the AARC to vark with
the one person now assigned to this function.

_ (b) The need to operate the CIA Records Center for
inactive records will continue for as long as it is neces
sary to protest the somrces of intelligence. Experience
bas shown that the volume of inactive records has grown
along with the mission, functions, and expanding progrems
of the Ageney.

(¢) The volume of Vital Records has remained approm
imately the same over the past few ysars. It is satici-
pated that this condition will contimue.

(3) The volume of Finished Intelligence Publica-
tions and meps 1s now 19,345 cu. ft. Aproximatel7 955
by valume 1s clagsified "Secret” or below and will be
moved to Suitland. The remaining 2% by volume will re-
main in the CIA AMRC since it carrvies & higher classifi-
catioas Altnw@m ;’25 by volume will be moved, mlwm/
approximstely publication, for example - PR,
CRR/EIC, GBI/NIS, GSI/5X, and OCR/BA, ete. will be moved.
The 20% by publication that will remain bave all cate-
gories of special clearance requiremsnts including code-
word sensitivity indicators. The procedures for receiv-
ing, contrelling, servieing snddest¥Pying this 20% by
publication requires spproximstely as many man-haurs as
does the remaining 80%.
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In April 1955, at the time of the CIA ALRC's move
the following T/0's were in effect: 25X 1

Recurds Center
Vital Records
Couriers

'y
2
“POPAL -18

12

t ¢+

o

In Nereh 1958, the two couriers transferred from the
Administration Services Divis the Records Center 25X1
T/0. In April 1959, the opsyaticn and T/0 of the Vital

Records prograam was ecnsalidated with the Records Cente |
gram. However, the position of Chiefl, Services mg:@ 25X1
vas vecated and the incumbent trensferred dack to B, |
#ince it vas determined that the Chief, CIA/ALRC eould perform
both functions. In Angust 1963 the courier function and corres-
pondiag T/0 positions were trsnsferred snd consolidated with
the Headguarters mmil and courier functions in the Office of
logisties. This resulted in the surrent T/0 strength of 15 and
in effect reduced the overall Ageney 7/0 by one with the con-
solidation of the two progiaas.

(3) In April 1955 the Wreakdown of the 18,816 eu. ft.
by category was 10,019 cu. ft. Finished and Raw Intelligenc
Publications and 8,797 cu. £t. insctive records. ~

- (%) Tne breskdown of the current volume of 31,011 cu. ft.
in teeABRC is as follows: 19,345 cu. f%. Finished Intelligence
Publications and mapsj 59,128 cu. £t. iomgtive recards; 9,005
cu. £t. Vital Records; and 3,453 cu. ft. Archives. After the
approximately 25,000 cu. f4. are moved to Suitland Records
Center, the remaining 66,000 eu. ft. will breakdown as fallowvs:
400 eu. ft. Fintished Intelligence Publications and maps; 53,0
cus £t. inactive records. Since it 1is not planned to move any
Vital Records or Archives, those volumes will not changs. It
should be remesbered that the move to Suitland will not begin
wmtil May or Juns 1967 and will take approximately one year
to camplete. However, st the time the move starte, OL/PSD
wmumwanmm'mm“mmmmmun-
igemce Publications and maps to Suitland. These vill bave to
be processed in, shelved, locator records prepared, and refer-
ence service furnished at the same tims the 25,000 cu. ft. are
being received from the[  NMRC. Also, the volume of imactive, 05X
Vital, and Archival records will be growing at thd NMRC. 25X1
The average net grovth per month this fiscal yeer has been 564
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ot £6. inactive recards, 79 cu. ft. Vital Records, and 9k

cu. ft. Archives. If the net growth continues at the same

rate between nov and June 1967, the volume on hand will be

in excess of 71,000 an. ft. Also, the processing and cone

trol over the 25,000 cu. f%. being moved to Gultiand over the
tine period of cne yesw will fwrther complioate and increase
mmnaﬁm.

(5) Production standards for Records Center operaticus
are based upon the msuber of “actions" e person can perform
in e year. An "setion” baing any of the following:

(ne Cu. Pt. of resords received.

ne Cu. Ft. of records destroyed.

One referense furnished.
The aversgs mumber of actions for six Records Centers about
wiich we have infarmation is 5,135 with no move than 5§
classified records, ‘The CIA ALRC rate is 10,507. It should
e noted that 100% of the records in the CIA AMRC are se-
curity alassified, end many of them require special aontrol
procedures over and above the usual classified records be-
mwmmtummmmmemmn-
nels, In addition ¢85 this, the CIA AMRC is respmsible for
the CIA Vital Records Bepository and for

establishing
maintaining the CIA and Predecessor Agency Archival Records.

C» Actions taken %o Avoid an Incresse im T/0 - It could appear
from the above dfscussion that the CIA AMRC has been over staffed
at tines in the past. This is not the cese and the following ex-
mtmnmmenmmmmwwmwm~
creasing workicad without & corresponding ineresse in T/0:

(1) when tho move[  |was made n April 1955 with oaly

816 cu. ft. of recwrds and & T/0 of 12, the AZRC was pro-
viding supplemental distribution on approximately 400,000 raw
mromtmmuvithnsrmthnudmmuly 5,000
per month to be put in order and interfiled. The reference
rate amounted to approximately 22,000 pages a manth reprodused.
This r¢ference rate was steadily growing mlong with the number.
of copies on file even though OCR/LY had been in the process
of microfilming for the aperture eard system since early 19%5k.
Regotistions with OCR/LY personnel in December 1955 to have
them take over the workload in reference of the raw information
reports resulted in the discontinuance of this progrem in
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Janvary 1956. As & result, the requirement to receive, put
anm,mwmmmwmmzwm—
dmcmkmﬁuth_ﬂ,mmrmua,@m
month snd has since ended. :

{2) mmmmmmwmmmmarnm
oz hand eomtinued to grow. mxmmuumgmmmng
mhgmmwtﬂlmdmmmnmmup-

eity to its presant sise vas started. This sddition wvas com-

ﬂmmmm'%mﬁhpwmwtatm
Yo stare the reserve stock of Finished Maps in October 1958,
mmmwumtummwm
3,000 cu. £t. of these. (This has nov grown to approxi-
6,000 eu. %., but the mjority will da moved to Suit-

rogrez. This vas done in April 1959
¥ith a savings of aae T/0 slot to the Agency. By shanging
mmmm;r«mmumm, it vas

' waﬁhrmmmwmiu, store, and provide refer-

ence on the Vital Reoteds. This
to other programs within the AXRC,
10 T/0 was postponed again.

(3) The next major time sever,
sas the revision of Form 490 Recerds Center Serviee Request
in February 1962 The ariginal Form 450 was a three part form.

mnmmmwmm:ﬁommm.
his resulted in cne offige retiring to the AARC records that
vare net truly In fact, & study over a period of
time showed this office hmd retired over 2,600 cu. ft, of
records tbnthuduutmuﬁﬁtyhmctaonnr-
onces per file drawer per month. When this high rete of
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refarence had been proven, the office cbtained additicnal
file spece and took the 8,600 cu. £t. back in March and
April 1963.

(5) The AMA had been required, sinse July 1957, by
FID to store the reserve stock of a Joint Publications
Research Service (s Federal Government Contract Service)
publication. Since these publications sre unclassified and
are for the use of anyone, it was decidsd that the Agency's

" and especially the AABC's interest could best be merved if

JPRS would take baak and store their publieations. After
several months negotiations thru Headgquarters offices, an
sgreement was reached that allowed tae ASRC to transfer, in
April and May 1963, spproximstely 2000 su. f£t. of these re-
rorts. This not only released this spase for reuse to store
Agency immetive records, but also saved the AGRC approxi-
mately 6 manehours per day to help take care of the ever in-
creasing vorklosd without an $nerease in T/0.

{6) In March 1958 the decision was made t0 transfer the
ALRC organizetionally back to Mansgenent Gtaff gontrol and out
from undef  |control where it had been since the move to
WIC in April 1955. Along with this trensfer, the two courier
positions and personnsl were transferred|
Services Division to the AMRC %/0. This romsined in effect
until 1 July 1963. At this time the AMBC was transferred ore
ganizationally back o budget purposes with no
change in T/0 except for cne positicn that had been dropped
in October 1955 through Canputer error. The AMRC had recom-
manded, in a survey repart of the Agensy Couriaer Service sube
mitted in June 1962, that the two ASRC eouriers and slots be
transfarred t¢ & centralized Headquarters courier service.
This was done in August 1963. In addition to the reduction of
the AMRC T/0 by two positions, this transfer saved the AMRC
56 men days per year by eliminating the need to substitute
ASRC personnel to fill-in on the runs during the adaeunce of
the regular couriers.

{7) The above date has been furnished to show how the
ALRC through its continuing mensgement Smprovement programs
has been able to abesxrt a 500§ increass in volume of records,
and & corresponding incresse in workload, without - Incresse
in T/0, These management improvement programs are still be-
ing carried on. As an example, just two weeks ago, 15 Novem-
ber 1966, a "dumb-waiter” betveen the first snd second floors
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wvag installed. This was the result of & work xessurement,
time study survey madc of the servicing of requests by AKRC -
perscnnel. Itummmwmtmmmzma:m
plece of equipment will save ths AMRC approximately 30 man-~
dayg per year.

{8) Even though all these accasplishments have been
reslized iz the past and the AMRC vill comtinus to carry on
mmt@rﬂmtprw,mmammu
contiauing to grow. In September 1965 the DD/Si2 and in
September 1966 the DD/I affiees, as a result of space and
fnmsequmtw,rmwmmwmun
wmmmmnmmmmmmm
veen held ia the producing offices. The volume of these
mmmnmummmtmtuwmgwyu

crensfer to Suitland the 25,000 cu. £t. of "Seeret” and below
records and the corresponding worklosd. Even this will not
Wm&dfmmmmamwlﬂmmm
cmmwmmmmswwmmmmwm
mmcm,mmn;mtmwwmmu
 4n the Ageney's history and Archival resord.

D cmm"

(1) The ASRC must have, et gace, tionn) eme
ployees o operate the present facility and the one %o
be occupied in Suitlaud.

(2) FPlans should be included now in the FY 1963 Budget
for another incresse of two in T/0 unless scwe unforseen change
mmmmmmtmdwwmnmum
mmmmmmamummm.

Chief, Arehives & Records Center




